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Guide for Designating On-Call Positions in PeopleSoft 

For HR Advisor: How to designate a position as eligible for On-Call Premium Pay. 

Step 1 

Sign into the PeopleSoft landing page at Employee Self Service. 

 

Step 2 

Click the Navigation button in the top right. 

 

Select Navigator. 
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Navigate to Position Management and enter the position number. 

 

Click on the Specific Information tab and go to Pre Encumbrance Indicator. 

 

Select Encumber Immediately. 
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Scroll down to US Federal. 
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Step 3 

Once you are on the US Federal section in the far-right corner Click On-Call Pay Eligible 

 

Step 4 

Click: Save      

 

 


